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Overview 
 
This User’s Guide will provide you with step-by-step instructions for how to access the Assessment Record 
Review and Change Request Web Application System (ARRCWAS) to search and view student 
assessment records.   
 
For technical questions about how to use the Assessment Record Review and Change Request Web 
Application System and general policy and procedure questions, please contact the Division of Student 
Assessment and School Improvement (Student_Assessment@doe.virginia.gov, 804-225-2107). 
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Getting Started 
 
The Assessment Record Review and Change Request Web Application System can be accessed through 
the Single Sign-on for Web Application Systems (SSWS) provided by the VDOE.  The web address for 
SSWS is as follows: https://p1pe.doe.virginia.gov/ssws 
 
You may already have access to the SSWS for other applications.  The SSWS Account Manager in your 
division must give access to the Assessment Record Review and Change Request Web Application 
System to the Division Directors of Testing (DDOT) and any other appropriate personnel.  Your SSWS 
account manager should assign Generate Reports access for DDOTs at the division level. 
 
When you have access to several applications, your VDOE Sign-on Home page may look similar to the 
screen shot below. 
 
Single Sign-on for Web Applications Home Page 
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After logging in to the SSWS and selecting the application, the Assessment Record Review and Change 
Request home page will appear.  The following screen shot displays the home page. 
 
Assessment Record Review and Change Request Home Page 

 
 
 
 
 
 
 
 
 
 

Search and 
review 
assessment 
records 

Log out of the 
Single Sign-On 
for Web 
Application 
Systems 

This navigation bar indicates the various pages available on the 
Virginia Department of Education Website.  Clicking on any of 
these links will cause you to exit from SSWS. 
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After selecting Review Data on the Assessment Record Review and Change Request home page, the 
Assessment Record Review page will appear.  This page allows you to search and view assessment 
records.  The following screen shot displays the Assessment Record Review page. 
 
Assessment Record Review Page 

 



   
User’s Guide  Assessment Record Review and Change Request Web Application System 

Revised 10/18/07  Page 7 

 
Searching Assessment Data 
Steps For Searching Assessment Data 
To search for Assessment Data, follow these steps: 

1. Click on the Assessment Data link located on the Assessment Record Review page.  
2. Select search criteria from the available fields.  Search criteria are case sensitive.  To return a 

list of all assessment data, do not specify any criteria. 
3. Click on the Search button located at the bottom of the screen. 
4. Once the search is complete, scroll down to view the Assessment Data Search Results screen. 
5. Click on the Add Criteria button to perform two or more searches simultaneously. 

 
Search Assessment Data Screen 
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Once the search button is clicked, the processing time for any search will vary depending on the size of the 
data file being searched.  To decrease processing time, narrow the search by using multiple search fields.  
To narrow or change search results, scroll to the top of the page and repeat steps 2, 3, and 4 of Searching 
for Assessment Data. 
 
Data is sorted in groups of ten.  Select ranges of records from the drop-down menu to view search results.  
Scroll down to the bottom of the page to download or analyze the data.  Data can be downloaded in a 
Microsoft© Excel, text (.CSV), Portable Document Format (PDF), Hypertext Markup Language (HTML), or 
Rich Text Format (see the Downloading and Analyzing Assessment section on page 9). 
 
Assessment Data Search Results Screen 

 
 
 

 
 
 
 Downloading and Analyzing  

Assessment Data Icons 
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Downloading and Analyzing Assessment Data 
 
At any time, the assessment records may be downloaded and saved electronically.  The downloaded 
assessment records will reflect the search criteria entered in the fields on the Search Assessment Data 
screen.  All of the assessment records within a school or division may be viewed and downloaded if no 
search criteria are selected.   

Steps For Downloading Assessment Data 
1. Click on the Download in Excel, Download in Text, Download in PDF, Download in HTML, or the 

Download in RTF link located at the bottom of the Assessment Data Search page.  Data can be 
opened or saved in Microsoft© Excel, text (.CSV), Portable Document Format (PDF), Hypertext 
Markup Language (HTML), or Rich Text Format. 

2. A message will pop-up allowing the data to be opened, saved, or canceled.  Click Open to view the 
data without saving it, or click Save and another pop-up will prompt the user to choose a save 
location.  Selecting Cancel will close the pop-up window and return the user to the Search Data 
Assessment Results screen. 

 

Steps For Creating a  Graph 
To create a graph using the selected data, follow these steps: 

1. Click on the Analyze Data link located at the bottom of the Assessment Data Search page.  The 
Analyze Assessment Data screen will appear after making your selection. 

2. Select from the available fields in the “Analyze ‘Search Results’ By:” drop-down menu and click the 
Go button.  Only one field can be graphed at a time.  The graph will display your results. 

3. Click on the Back to Search button to return to the Assessment Data Search Results Screen. 
 

Analyze Assessment Data Screen 
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Exiting the Assessment Record Review and Change Request 
Web Application System  
Steps For Exiting the System 

 
1. Select the ARRC Home link on the black navigation bar.  This will return you to the Assessment 

Record Review and Change Request home page.   
2. Select the Log Out link to leave the SSWS system. 

 

 


